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DISCLAIMER 


The TRADER programs and accompanying documentation are 
distributed without any warranty whatever. 


Neither Understanding Ltd. nor the Tandy Corporation shall have 
any liability to any person, company or organisation for any 
loss or damage caused or alleged to be caused directly or 
indirectly by computing equipment or programs or documentation 
supplied. Such loss or damage includes but is not limited by 
any interruption of service or loss of business or anticipated 
profits or consequential damages resulting from the use or 
operation of such computing equipment or programs or 
documentation. 


It is entirely the responsibility of the User to decide 
whether the results of operating these programs are or will be 
satisfactory. 


Understanding Ltd. consultants can provide advice on request. 


Please do not make copies of this product other than those 
which are strictly necessary for working purposes at a single 
computer installation. All material is copyright by 
Understanding Ltd. (C) 1983. Copying damages the interests of 
all suppliers of software and therefore would also damage your 
own interests in the future. 


Published, Produced and Printed by: 


Understanding Ltd. 

The Production Village 
100 Cricklewood Lane 
London NW2 2DS 


Tel: 01-450 1144 
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TECHNICAL DETAILS 


Essential Hardware 


TRS-80 Model 3 or Model 4 (one disk drive) 
Printer Cable 
Any Tandy Printer 


Consumables 


Plain listing paper. 


Software 


This Manual with Program Disk. 
Operating System: TRSDOS 1.3 or later releases. 


Program Disk 


Contains TRSDOS and program labelled TRADER 


Capacity 


Up to 79 nominal accounts; 100 each, Cash and Bank 
transactions (per week). 
500 Purchase Day Book transaction (per quarter). 


Startup from TRSDOS 


When going into the program from TRSDOS, key in the following: 


DO TRADER (see page 9) 
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FEATURES OF THE TRADER 


For Cash Traders, Retailers, Small Businesses, etc. 


The TRADER is an easy to use computer system for controlling 
the business on a day to day and week to week basis. A 
straightforward "Menu" with supporting Manual guide the user 
through the programs. The information necessary to control the 
finances of the business be it a shop, restaurant, or a small 
professional office is easily obtained from a listing menu. 


The Information provided by THE TRADER 


This Module of THE TRADER’ gives Weekly Cash and_ Bank 
Statements showing daily receipts and payments and daily 
balances on the Cash and Bank Accounts. 


Receipts are keyed in as Goods or Special, as Cash, Cheque or 
Credit Card and are posted automatically to the Ledger 
Accounts. 


Cash and Cheque payments are posted to the Ledger and are also 
listed in a Purchase Day Book which shows gross, VAT and net 
amounts of each input transaction. 


A Trial Balance can be listed of all the balances in the 
Accounts but more importantly, each week a Profit & Loss 
Account and Balance Sheet can be produced. The manual gives 
information on how to use a balance sheet. 


VAT Information 

The TRADER, produces the quarterly VAT information from a 
weekly summary of taxable outputs, from the Purchase Day Book 
which shows VAT input reclaimable. It calculates VAT output on 
the basis of the most suitable retailer scheme A, B, C, D. It 
then calculates net VAT liability. 

Screen Displays 


These show nominal A/c balances, cash and bank summaries of 
the week's movements and a liquidity statement 
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TRS-80 


GENERAL REMARKS 


Main Menu 


is a list of choices displayed on the screen. You 
make a choice by keying in a number and the computer then 
either carries out the action described or, in the case of 
the Main Menu, it displays a sub-menu of further choices. 
Here is the Main Menu with its four choices. 


A "Menu " 


Pasting ProGrams 


Diselary Programs 


Listing Programs 


HousekeerPing 


Press 11525354 or <CLEAR> 
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GENERAL REMARKS (contd. ) 


Posting Menu 


Here is the Posting Sub-Menu and is the most commonly used 


choice. 


Pasting Programs 


Daily Takings 

Adjustments to Gross Takings 

Cash Paid for Expenses and Purchases or Banked 
Cheques etc. Parable 

Journals 


1:2:3:455 of <CLEAR? toa Exit 
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GENERAL REMARKS (contd. ) 


Display Ménu 


Used to display on screen the current state of any Nominal 
Account, Bank Account, Cash Account and liquidity. 


Traders’ Bookkeeping System - Display ProGrams 


Nominal Accaunt 
Weekly Cash Recanciliation 
Weekly Bank Reconciliation 
Liauidity Statement 
Press 1929394 or <CLEAR> to Exit 
TRS-8O 
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GENERAL REMARKS (contd. ) 


Listing Menu. 


This option will print out a number of different reports, 
Trial Balance, VAT, Weekly Summaries, Bank and Liquidity 
Statements, Purchase Day Book and Final Accounts. 


Traders’ Bookkeeping Srvetem -— Listing Programs 


Weekly Cash Summary 
Weekly Bank Summary 
Final Accounts 

Bank Statement 

VAT Reports 
Liauidity Statement 
Purchase Day Book 
Trial Balance 


Press 192339415969 738 or <CLEAR> 
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GENERAL REMARKS (contd. ) 


Housekeeping Menu 


This program is used only occasionally. To start up, to 
change account names, to end a VAT quarter or financial year, 
to alter the VAT rates. 


Traders’ Bookkeeping Srstem — Housekeering 


Set-up Data Disk 
Alter Nominal Ledger Headings 
Period End Routines 


Reset VAT Rates 


Press 1:29354 or <CLEAR> ta Exit ta Main Menu 


Understanding Ltd. 


TRS-8O 


GENERAL REMARKS (contd. ) 


Keying In 


Keys are depressed either to control the program or to input 
data. A single key only is used for control, e.g. 


Cc to continue, after absorbing what is on the 
screen. If at any time the computer does not 
respond to the letter C then press the shift 
key before entering C. 


Y or N for Yes or No 
a digit to make a choice when a menu is displayed 
CLEAR this key is in general use _ for "going 
backwards", e.g. 
a) exit to operating system from main menu 
b) exit from a sub-menu to the main menu 
c) signal that the last of several 


transactions has been keyed in 


da) on noticing an error in some previously 
input data, go back to correct it. 


When the program expects you to key in data, the screen will 
always display a message followed by a number of "blobs" 
that make clear the maximum number of characters. As you key 
in, each character is echoed by replacing a blob. To erase 
the last character, press the back-arrow key (left-pointing). 
To erase the whole field and start again, press the shift and 
back-arrow keys simultaneously. 


This program does not do anything with what you are keying in 
until you finally press the ENTER key. For numbers it is 
generally easier to use the numeric keypad rather than the 
typewriter. The second ENTER key has exactly the same effect 
as the other one. 


Amounts of Money 


Whole pounds may be keyed in or including pence after the 
decimal point. The maximum value is 99999.99. For negative 
values, very rarely required, the minimum value is -9999.95. 


FATE 
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GENERAL REMARKS 


Dates °* 


A date must be keyed in as exactly the decimal digits in the 
form DDMMYY. The year number YY (minus 1900) must be at least 
80 and the day no. DD, month no. MM, must conform to the 
calendar of that year. 


Sometimes ENTER only will be accepted for a date, and it 
means the end of the current week. 


When displayed or printed, a date is in the alphanumeric 
format DD MM YY, e.g. if "050383 is keyed in, then 
subsequently "5 MAR 83" is displayed. 


Printer 


A proof list is printed after all postings (options 1), and 
Reports also, of course, are produced (option 3). You may 
also use the DOS facility (shift, down arrow, asterisk 
simultaneously) to print out the screen contents at any time. 
When the program is about to use the printer it checks 
availability and if this is not the case, a reminder message 
appears on screen. 


EE 
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START UP 


Getting into the program 


Normally the program is obeyed by turning on the machine 
after inserting the program disk in Drive 0. An American date 
is demanded and the time, which can be ignored. To restart, 
with the machine already on, press the reset button; date and 
time will not be requested again. If there should be any 
problem with start-up, then from TRSDOS the operations are:- 


DO TRADER 
To prepare for work with TRADER, first take a backup of your 
program disk. The accounting files will occupy the unused 
portion of the disk. Run the program and from the main menu, 


select choice number 4, Housekeeping, and then from the 
sub-menu, choice number 1, Set-up. 


Setting up the dates 
This program asks for six dates to be entered, viz. 
End of financial year. 
End of lst, 2nd, 3rd & 4th VAT quarter. 
End of the first week of the year. 
You must decide every date, <ENTER> only is not accepted, and 
at the end, the program asks, ‘Correct? 'Y' or 'N''. 'N' for 


'No' allows for all the dates to be entered again. Here are 
some sample dates shown on the next page. 


Understanding Ltd. 
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Year End 
End 1st 
End 2nd 
End 3rd 


4th 


Correct? PRESS ’Y’ 


START-UP (contd. ) 


Set-Up Data Files 


OR 7?N? 


10 


311284 
310384 
302684 
300984 
311284 


@70184 
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START-UP (contd. ) 


Setting’ -up the VAT Rates 


After pressing 'Y' for ‘Yes', three VAT rates are requested 
standard and two others (which may be skipped). These are 
keyed as percentages, e.g. "12.5". Again the message 
"Correct?" appears. Here is a sample VAT rate. 


Set-Up Data Files 
VAT Rates: 
Standard 


Rate (A) 


Rate (B) 
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, START-UP (contd. ) 


Files Information 


Next a series of messages appear on the screen as various 
files are either "written" complete but with zero initial 
values, e.g. the Nominal Accounts, or merely "opened", i.e. 
allocated on the disk but so far empty, e.g. the Purchase Day 
Book, (PDB). Here they are. 
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START-UP (contd. ) 


Adding New Accounts 


On returning to the sub-menu, you may wish to choose Option 
2, which allows you to add new accounts to the system (or 
change the name of existing accounts). The program asks for a 
two digit account number, which must be in one of the ranges 
described as "spare" in the List of Nominals Headings shown 
on the next page. You then key in a description (up to 30 
characters) and this account is now "open"; closed accounts 
cannot be posted to. It is also possible to open a new 
account at a later date or to close one down, provided it has 
a zero balance, which is done by keying <ENTER> only instead 
of a description. 


Defined az 


Redefine to Bad debts written off 


PRESS °C’ TO CONTINUE 
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List of Nominal Account Headings 
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HEADINGS 


Takings 


~ 


Purchases Goods for Resale 


Opening Stock B/Fwd 
Closing Stock C/Fwd 
Salaries, NHI 

Dir/Prop Motor & Travel 
Dirs' Fringe Benefits 
Staff Motor, Travel, Subs 
Rent 

Rates, Water Rates 
Heating & Lighting 
Cleaning, R. & R. 
Telephone 

Insurance 

Printing Post & Stationery 
Advertising & Promotion 
Hire Purchase Interest 
Leasing Charges 

Bank Charges 

Bank Interest 

Credit Card Charges 
Professional Fees 
Accounting & Audit 


Cash Difference 
Sundries 


Fixed Assets 
Coy 


Stock 

Prepayments 

Debtors Control 
Credit Card Suspense 
Bank 

Cash 

Petty Cash 


Capital 


Hire Purchase Credtors 
Creditors Contol 

VAT 

Proprietors' Drawings 
Accruals 


Opening Balance Control 


Rois (ws s if 


General Suspense 
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START-UP (contd. ) 


Journal Entries and Opening Balances 


The final thing to do at Start-Up is to enter opening 
balances. Return to Main Menu; choose Option 1; from Sub-Menu 
choose Option 4 (Journal Entries). 


Program asks for Date. 


Asks for A/c no. to be Debited and displays its description 
for you to check (use CLEAR key if wrong.) 


Asks for Credit A/c No. similarly and confirmation that both 
are correct. 


Asks for the Amount and asks for Narrative. Here is an 
example of an ordinary Journal Entry. (For fuller discussion 
see page 27) 


Journal Entries - Week Ending 7 JAN 1984 


Pastings Date: 70184 


Debit 
Account Now 59 Bank A/c 
Credit 
Account Nae. 6@ Cash A/c 


Amount 
Narrative 


Enter Narrative or <CLEAR> 
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START-UP (contd. ) 


Opening Balances 
The Opening Balances to key in may or may not be complete. 


A complete set of Opening Balances is not likely to be 
available at the time you want to start the TRADER. Your 
Trading Year may end at the 3lst December and you may want to 
start the TRADER at 30th September. In such a case it would be 
best to key in whatever Opening Balances are known at the 30th 
September. On page 18 is an example of incomplete balances. 
Some balances you will probably know anyway, such as_ the 
amount of Debtors or Creditors and perhaps the value of Stock 
and Fixed Assets. Certainly you should know how much cash you 
have at the Bank and how much In Hand. 


Assets and Liabilities 


In the panel shown below is an imaginary Balance Sheet for a 
business as it might appear at the start of a new financial 
year. 


Assets are always Debit (Dr) balances and _ Liabilities 
(including Capital, a liability of the business to the 
proprietors) are always credit (Cr) balances. 


Each Dr/Cr opening balance will be posted Cr/Dr to A/c no. 77, 
Opening Balance Control, which should therefore be zero if a 
full list of opening balances is posted. Here is an example of 
a typical set of opening balances on the Balance Sheet at lst 
January, 1984. 


Opening Balances at lst January 1984 


Assets (Dr) Capital & 
Liabilities(Cr) 


50 Fixed Assets’ 10000 Capital 13000 68 
18 Stock 1200 Creditors 2000 72 
57 Debtors 1600 
60 Cash at Bank 2000 
Cash in Hand 


Having posted the above items as journal entries, it would be 
sensible to use option 3.8 to print out a Trial Balance to 
confirm the details. See now the Proof List (next page) and 


Trial Balance on page 18. O 
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START-UP (contd 


Opening Balances: Proof List 


OOCOOCOOCOO00 


~ 


B84 


84 


Traders’ 


84 


84 


Preatf List - Journal 


a ley 


10Q@0@. 28 
1200.08 
1680. 208 
2000. 8B 

200.00 

13808. 80 

2000.00 


JAN 1984 


Entries 


Fixed Atsets 
Opening Balance Cant 
Opening Steck B/Fud 


7 Opening @aiance Cant 


Canmtral Ase 
Opening Batance Cont 
Bank A/c 

Opening Balance Gant 
Cash A/c 

Opening Balance Cont 
Opening Balance Cant 
Capital 

Opening Balance Cant 


2 Crediter Control A/c 
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START-UP (contd. ) 


Opening Balances: Trial Balance 


Cade Account description 


1 Takings 

i Purchases Gouge tor Resaie 
18 Opening Steck B/Fuwd 

1 Closing Steck C/Fwa 
Salariess NHI 

Dir /Prorp Matar & Travel 
Dirt’ Fringe Benefits 
Staff Motors Travels Subs 
Rent 

Rates, Water Rates 
Heating & Lighting 
Cleanings R&R 

Telephone 

Insurance 

Printing Post & Stationers 


= 9 Advertising & Pramatian 

id Hire Purchase [nmterest 
Leazing Char9e=: 

34 Bank Charges 

35 Bank Interest 

36 Credit Card Charges 

7 Professional Fees 

8 Accounting and Audit 

46 Cash Difference 


-e-Payrments 
- Debtors Cantroali Asc 

58 Credit Card Suspense Ase 
4 Bank A/c 

68 Cash A/c 

61 Petty Cash A/c 


68 Capital 

y Hire Purchase Creditors A 
te Crediter Control Avec 

73 VAT Ase 

74 Proprietors’ Drawings 

R ber Accruals 

Gg Opening Balance Contra: 
7? General Sutreente a/c 
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START-UP (contd. ) 


Opening Balances (contd. ) 


In the likely event that not all the balances are available, 
then key in those you know. These might be, say, Bank A/c 
2000; Cash A/c 200; Creditors 2000. These three accounts 
will be reflected in a credit balance of 200 remaining on A/c 
77, Opening Balance Control, thus: 


Assets Liabilities 
Dr Cr 

Bank A/c 2000 

Cash A/c 200 

Creditors Control A/c 2000 


2200 2000 


Credit Balance left on 
Opening Balance Control 200 


2200 


If you keyed in the above balances at say, the 30th September, 
then the accounts would start accumulating from the 30th 
September and this would be reflected in the Year to Date 
column of the Profit & Loss Account. (Refer to page 34 which 
shows the Profit & Loss results. This example is based on the 
first week's entries ending January 7th 1984, so the results 
are the same for This Week and Year to Date). 
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POSTINGS: TAKINGS 


Daily Takings 


To post Daily Takings choose Option 1 of Main Menu, then 
Option 1 of Sub-Menu. The screen below displays a grid, two 
columns for normal Takings (Goods) and Special Items, one line 
for each day of the week, from 1) Monday to 7) Sunday. The 14 
figures shown are totals and you can add to any one of them by 
keying in day number, then 1 or 2 for Goods or Specials, then 
1, 2 or 3 for Cash, Cheque or Credit sale and then the amount 
of money. (See numbers in the screen below). Use <CLEAR> to 
back track from a bad entry and finally to return to the 
posting sub-menu. You can see a typical entry on the right 
hand side of the grid. 


Note that Credit Sales are automatically posted to A/c. 58. 
Barclaycard and Access should be treated as cheques; Dine:s 
Card, Amex and supplier coupons redeemed as credit sales. 


The following accounts are automatically Credited or Debited 
and the appropriate amounts will appear in the Trial Balance 
which appears on page 33. 


A/c 

No 
Takings 01 Cr 
Credit Card Suspense 58 Dr 
Bank 59 Dr 
Cash 60 Dr 
Special (to Suspense) 79 Cx 


“net Daily Takings 


Monday Fae Pes i ys ge : Gaads 
i ts ef eis oa =} & 
TUGSGas 7. Ue ‘ - OZ - Credit 
. Wednesday : 4Q00. GE ; f = Sta Eg eneia 
Thursday 
Feiday 
.*Saturday 
Sunday 


1 
3 
4 
5 
£, 
Ww 
- 


enter 
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POSTINGS : 


Proof List 


The following proof 
entered. 


(contd. ) 


TAKINGS 
list is printed 
Good Special 


Meorndas 
Monday 
Tuesday 
Tuesday 
Wednetday 
Wednetday 
Wednesday 
Thurtdar 
Thursday 
Thursday 
Friday 
Friday 
Saturday 
Saturday 
Saturday 
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Summary of Posti 


Takings 

Credit Card Suspense 
Bank 

Cash 


Special (to Suspense) 
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A/c No. Drs 
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58 BHO G21 
59 8020.46 
60 7289.83 
19 

19102.56 
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60 Cash 
59 Bank 
58 Credit 
59 Bank 
58 Credit 
59 Bank 
6Q@ Cath 
6@ Cash 
59 Bank 
58 Credit 
6@ Cash 
6@ Cath 
60 Cath 
59 Bank 
58 Credit 


Cr 


18091.66 


1010.90 


are 
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POSTING: ADJUSTMENT TO GROSS TAKINGS 


Proprietor's Drawings 


To adjust Takings for Personal Drawings i.e. for Proprietor's 
own use, choose Option 1 of Main Menu, then Option 2 of 
Sub-Menu. Input the amount(s) requested and the Takings will 
be increased by that amount i.e. Credited, and Proprietor's 
Drawings (A/c 74) will be correspondingly Debited. 


For example, the Takings Total shown in the Goods column on 
page 20, reads 18091.66. Assume 100.00 is entered as an 
adjustment, then Takings will be increased by 100.00 from 
18091.66 to 18191.66 and Proprietor's Drawings will be 
debited with 100.00. 


The following Proof List is printed. 


© Traders’ Bookkeeping System | 7 JAN 1984 O 
© a a a a a a a a a a a a a Oo 
© Adjust Weekly Gross Takings for Personal Drawings Oo 
© == eee ee ee eee SE EE ES SS SS SS SS SE SS SE SS SS SS SE SS SE SS SS SS O 
© O 
O O 
© a Opening Balance O 
a _- JeeP Clasing Balance O 
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POSTING: WEEKLY PAYMENTS 


Cash and Cheque Payments 
These are posted by sub-option: 


3) Cash paid for expenses or purchases and cash paid into 
bank. 


4) Cheques paid out. 


The only difference between them is that (4) asks for the 
actual chegue no. (last 3 digits) or bank code, e.g. SO, DD 
etc., (for Standing Orders, Direct Debits, etc.) and (3) fora 
transaction number, where <ENTER> will simply allocate 
consecutive numbers after the first transaction no. of the 
computer run has been entered by the user. Refer to screen. 


Pastings Date: 140184 
Transaction No QQ@1 
Narrative An example of posting 
Amaunt i 
Vat S 13.04 Balance: 
Account Na. 26 Heating & Lighting 
Amaunet s 


Correct? PRESS ’Y’ OR ’N’ 


SEAL PRI 
Understanding Ltd. 
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POSTING: WEEKLY PAYMENTS 


Cash and*' Cheque Payments (contd. ) 


Note the following points with respect to the screen on the 
previous page. 


For date, <ENTER> produces date at end of current 
week. 


Narrative is requested, (after Transaction No. or Cheque No. 
or Bank Payment Code) which may be up to 30 characters. 


After entering the gross amount, a VAT amount or code (S,A 
B,Z,E,X) is requested. If the VAT is zero then enter Z (for 
zero rated) or E (for exempt). If the transaction is outside 
the VAT scheme altogether then enter X. 


A Net Amount is then displayed and repeated as a balance to be 
posted. 


You are now asked for the A/c no. you are posting the cash or 
cheque to and a sub-amount one or more times to add up to the 
balance, using <CLEAR> at the end. The balance figure is 
reduced after each item (it can increase, if sub-amount is 
negative). As a shortcut, pressing <ENTER> only at sub-amount 
will take the whole of the remaining balances. Corresponding 
proof lists are shown on next page of example postings, w/e 7 
Jan 1984. 


An amount can be entered negatively by putting a minus sign 
(-) immediately in front of it. The VAT will then be 
calculated negatively. And the amount will be posted 
negatively. 
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POSTING: WEEKLY PAYMENTS 


Proof List: Cash Payments 


ra Proof List of Cash Payments A/c No. 68 
© DATE NO, NARRATIVE 
©O GROSS VAT NET 
CO A/C Amount Description 
© 7 JAN 84 @O@1 : Staff Salaries 
© 156.7 @. OE 156.75 
© i) 156.75 Salaries, NHI 
7 JAN 84 @@2 Repairs ta Van ABC O10 
© 150.200 19.57S 130.43 
O Psi 65.00 Dir/Proare Motor & Travel 
2 65.43 Staff Motors Travels 
© 7 JAN 84 083 Rent of Shop & Garage 
102.00 @.@@E 188.22 
© 24 100.0@ Rent 
©O 7 JAN 84 O04 Mrs Smith 
18.282 @.@GE 10.28 
© 27 10.08 Cleanings R.& R. 
CO 7 JAN 84 @@5 Drawings 
288.28 2. WAX 202. 22 
© 74 200.08 Proprietors’ Drawings 
7 JAN 84 @@6 Stack Purchase 
© 2000. 02 268.875 BU ges eg 
© 1a 1739.13 Purchases Goods for 
7 JAN 84 Q@Q7 Goods fom X Lita 
© 2300.20 300.005 2000.00 
© 18 SQ@@.Q0 Purchases Guods for 
7 JAN 84 @@8 Cath Banked 
© 2082.20 Q.00E 2000.00 
© 59: 2800.00 Bank A/c 
© 6916.75 580.43 6336. 32 6336. 32 
TRS-8O 
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POSTING: WEEKLY PAYMENTS (contd. ) 


Proof List: Cheque Payments 


7 JAN 84 
18080. 82 
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Traders’ Bookkeeping Sretem 7 JAN 1984 
Proanat List of Cheaues etc. Pavatble A/c No. SP. 
NO, NARRATIVE 
VAT NET 
A/C Amount Deteription 
DD Monthly Lease of Jaguar 
52.475 347.83 
33 347.83 Leasing Charges 
100 Ins of Shap 
@.Q@E £5065: 
=F 135.65 Insurance 
1@1 Goods from Janes Bros 


1304.35S 8695.65 
18 8695.65 Purchases Goods for Resale 


09 QOQQ0O990000000 
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POSTING: WEEKLY JOURNALS 


Explanation 


If you require at this point an approximate Profit & Loss 
Account and Balance Sheet, then you should make at least two 
necessary adjustments. 


(i) Remove the VAT included in the Takings (A/c No.1) 
(ii) Put in closing stock at 7 Jan 1984 

These adjustments are done as follows. 
(i) VAT can be removed in one of two following ways. 


(a) Do a Backup at this point. (It is always 
advisable to backup at the end of ae week's 
transactions. On your source disk go to Option 5 of 
the Listings Sub-menu and carry out the end of VAT 
quarter procedures. For next week's transactions 
use the backup disk as your new source disk. 


(b) Debit A/c No.l, 3/23 x balance shown on that 
Account. (If you inspect the account in the Display 
Menu mode, you will see a figure of (18191.66). It 
is in brackets because it is a credit balance. The 
figure is shown for This week and Year to Date and 
of course is the same for both at the end of the 
first week only. It will be different for every 
other week. 


The amount then to be debited is 3/23 x 18191.66 = 
2372.83. Credit VAT A/c No. 73 with this amount. 


At the end of the quarter amounts posted to this 
account from A/c No.l should be "reversed" back 
into A/c No.l because the VAT report program will 
be used to calculate VAT liability. 


(ii) Credit Closing Stock C/Fwd A/c No. 19 with the 
estimated value of closing stock and debit A/c No. 
55 which is the Stock Account on the Balance Sheet. 
We have chosen a figure of 2000. 


There may be other adjustments you may wish to make e.g. for 
depreciation of Fixtures or transfer of amounts to accruals 
and prepayments. For example if you were to pay 13 weeks rates 
in advance in this first week it would be wrong to charge it 
all to one week and 12 weeks should be debited to Prepayments 
(A/c No.56). However, such adjustments are best left to the 
end of the quarter. On a week to week basis you will be able 
to recognise these exceptional items and you can refine the 
accounts at the end of the quarter. 
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POSTING: WEEKLY JOURNALS (contd. ) 


Proof List 


The Proof List of these entries is shown below followed on 
successive pages by various displays and listings culminating 
in the Profit and Loss Account and Balance Sheet on pages 34 
and 35. Displays are obtained from the Display Menu, Listing 
from the Listings Menu. 


Traders’ Bookkeeping Srstem 7 JAN 1984 


7 JAN 84 Tfr VAT for w/e 7Jan 84 2372.83 2 Takings 

73 VAT A/c 

7 JAN 84 Stock at 7 Jan 84 2000.00 55 Stock 

19 Closing Steck C/Fud 


elelejelelelelele 


O 
Oo. 
O 
O 
O 
O 
O 
O 
O 
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POSTING: DISPLAYS 


Display Screens 


DisPiay Cath Reconciliation Summary 


Opening Balance 
Receipts 7489.83 
Parments 6916.75 


Clusing Balance 


PRESS ’C’ TO CONTINUE 


Display Liauidity Statement 


Bank Balance 
Cath Balance 
Petty Cash 


Display Bank Reconciliation Summary 


Opening Balance 
Receilpts 
Payments 


+ 


Clasting Balance 


Understanding Ltd. 
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Cash 


POSTING: CASH & BANK STATEMENTS 


Statement 


7 JAN 1984 


Cash 


Statement Week 


©O Tr No. Date Description Parments Recelets Baiance 
© 7 JAN 84 BAL B/F 1JAN 84 200. 0B 200.00 
© Csh 7 JAN 84 Takings Monday 123.12 323.12 
Cah 7 JAN 84 Takings Wednesday £500.82 28235. 42 
© Csh 7 JAN 84 Takings Thursday 2345.02 5168.14 
Cah 7 JAN 84 Takings Friday 1236.08 6404.34 
© Cah 7 JAN 84 Takings Friday 896.28 7300.14 
Cah 7 JAN 84 Takings Saturday 189.69 7489.83 
© OB: 7 JAN 684 Staff Salaries 156.75 7333.08 
QBz 7 JAN 84 Repairs to Van ABC Q10 150.08 7183.08 
© @Q3 7 JAN 84 Rent of Shoe & Garage 188. a8 7083.06 
04 7 JAN 84 Mrs Smith 10.20 7073.08 
© 205 7 JAN 84 Drawings 200. ae 6873.86 
CO BQ6 7 JAN 84 Stack Purchase 2000.20 4873.96 
807 7 JAN 84 Goods fom X Ltd 2308.28 2573.08 
CO eas 7 JAN 84 Cash Banked 2008. 82 573.08 
Bank Statement 
O Traders’ Bookkeeping Srstem 7 JAN 1984 
© Bank Statement Week Ending 7 JAN 1984 
O Tr No. Date Parment Receipts Balance 
‘@) eo ee Se eee eS ESS SS SS SS SS SSS SSS SS SS SSS HES SS SSS SS SS SS SSS SSS 
O TFR 7 JAN 84 2020.20 2008.00 
©O TAK 7 JAN 84 321.2 2321.21 
TAK 7 JAN 84 999.22 3320.21 
O TAK 7 JAN B84 1580.02 4820.21 
© TAK 7 JAN 84 126.25 4946.46 
TAK 7 JAN 84 3874. 22 10022.46 
© 008 7 JAN 84 2000. 20 12020. 44 
CO DD 7 JAN 84 400.282 11620.46 
188 7 JAN 84 135.65 11484.81 
© 181 7 JAN 84 18002. 02 1484.81 
TRS-8o0 
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POSTING: PURCHASES DAY BOOK 


Purchase Day Book 


Traders’ Bookkeeping Srstem 7 JAN 1984 


Purchase Day Book Week Ending 7 JAN 1984 


Tr A/c Narrative 


7 JAN 84 @@1 6@ Staff Salaries 156.75 & @.00 156.75 
7 JAN 84 @@2 60 Repairs to Van ABC 010 158.08 S i937 138.43 
7 JAN 84 003 60 Rent of Shor & Garage 108.00 € 

7 JAN 84 004 6@ Mrs Smith 109.@@ E 

7 JAN 84 085 60 Drawings 200.00 € 0.200 220.00 
7 JAN 84 086 6@ Stock Purchase * 2000.00 S 268.87 1739.13 
7 JAN 84 027 68 Goods fom X Ltd * 2308.00 S 300. 8B 2000.28 
7 JAN 84 @@8 6@ Cash Banked 2208.00 E 2.02 2002. 82 
7 JAN 84 DD 59 Manthlv Lease of JaQuar 400.00 S $2.37 347.83 
7 JAN 84 180 59 Inz of Shop 135-60. = @. 82 135.65 
7 JAN 84 101 59 Goods from Jones Bras * 10008.00 S 1304.35 6695.45 


eleleloleleleleleleleleley 
QOQVQQQQQ00000 


* - Purchases of Goods for Resale 
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POSTING: LIQUIDITY 


Bank Summary 

a 
@) Traders’ Bookkeeping Srstem 7 JAN 1984 
= Bank Summary Week Ending 7 JAN 1984 
O Opening Balance @.82 
©O + Receipts 12020. 46 
O - Payments 10535.65 
‘@) = Closing Balance 1484.81 
Liquidity 

Traders’ Bookkeeping Sretem 7 JAN 1984 


lolelelelelejejejejelele 


Liauidity @ Week Ending 7 JAN 1984 


Bank Balance 1484.61 
Cath Balance 573.85 
Petty Cash @.20 

2057.89 
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‘ POSTING: TRIAL BALANCE 


Trial Balance 


Traders’ Bookkeeping Srstem 


Code Account description 


1 Takings 

18 Purchases Goo 

is Opening Stack e 

39 Closing Steck C/Fwe 

as) Saiaries, NHI 

21 Dir/Prop Matar & Travei 
es Dirs’ Fringe Benefits 
ao Staff Motors Travels Subs 
24 Rent 

25 Rates, Water Rates 

26 Heating & Lighting 

27 CieaninGs R.& R. 


28 Teierhone 

£2 Insurance 

38 Printing Post & Stationery 
1 Advertising & Pramotian 

32 Hire Purchase Interest 

Leasing Charges 
34 @ank Charges 
R= Bank Interest 


34 Credit Card Charges 
37 Professional Fees 

38 Accounting anc Audit 
46 Cash Difference 

47 Sunories 

50 Fixed Azsets 

55 Stace 

56 Pre-payvments 

$7 Debtors Cantrai Avec 
58 Credit Card Suspense A/c 
wed Bank A/c 

68 Cash A/c 

65. Petty Cash A/c 

66 Capital 


71 Hire Purchase Creditars Asc 


Tz Creditor Cantrat Ase 
73 VAT Afi 

74 Proprietars’ Drawings 
Pir) Acecruaiz 

77 Qpening Baiance Contrai 
79 Genera! Suspente a/c 


© 10) 0) 010) 61010)0)0)0)01010)0)0)0)0)0)0)0)e)e)elejelelele 
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7 JAN 1984 


12434. 76 


1282.08 


136570 
65.83 
G. 20 
65.43 
100. 8@ 
@.28 
6.22 
18.88 
0.28 
135.65 
8.82 
2.88 
0.28 
347.83 
@.09 

@. 28 
8.28 

Z. ao 

@. 22 
2.85 
@.2% 
18282. 02 
239%. 38 
3.88 
1608. 02 
3792.27 
1484.81 
573.88 
4.8 


CFO lO lO [ole loo lolelelojlelejlelelelejlejelejelejelelejejele 
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POSTING: TRADING, PROFIT & LOSS ACCOUNT 


s’ Bookkeeping Sv 


Trade 


Profit & Loss Account 


Final Accounts: Trading and Profit & Loss A/c. 


Code Account description This Week Year-to-Date 
Dr Cr Dr cr 

TRADING ACCOUNT FOR PERIOD ENDING 7 JAN 1984 

i Takings $218.83 138128.683 
1@ Purchases Goods for Resaie 12434.78 2434.78 

i8 Opening Stack 8/Fud i200. 32 1242.08 

19 Clasing Stock C/Fwd 2320.28 ZBI. UA 
Gross Praofit/ioss C/d 4184.05 4184.05 


SreseSSstsssessssesesssssaz 


28 Salaries» NHi 336.75 
21 Dir/Prap Matar & Travel 65.92 
Zz Dirs' FrinGe Benetits c.20 
23 Staftt Maters Travels Subs $5.43 
24 Rent 108.28 
25 Rates: Water Rates 2.00 


26 Heating & Lighting 
27 Cleanings R.& R. 


oss 
9 
8 


28 Telephone O2 
29 Insurance 335.65 
3G Printing Post & Stationery 22 
3i Advertising & Promotion a2 
ae Hire Purchase Interest 20 
33, Leasing Charges 34 3 


34 Bank Charges 
35 Bank Interest 


36 Credit Card Charges G2 
ay Professional Fees 1%s)"4) 


38 Accounting and Audit 
46 Cash Difference 
47 Sundries 


Sgeesagsesgpaeryegow 
gS 
g 


Net Prafit/Lass C/d 3303.39 
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4164. 


@s 


156.75 
65.38 
8. 8e 
65.43 
108. Gv 
@. ae 
0.20 
14.02 
2.28 
135.65 
@.20 
2.0G 
@.80 
347.83 
0.0% 
0.28 
0.20 
0.88 
B.@0 
2.28 
0.20 


3383.39 


41.84. 


es 
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POSTING: 


BALANCE SHEET 


Balance Sheet 


Account description 


FINAL ACCOUNTS: 


BALANCE SHEET AT ? 


Credit Cara Suspense 


Hire Purchase Creditors A/c 
Creditor Control A/c 


Proprietors’ Drawings 


Opening Balance Contrai 
Suspense a/c 


OOOOOOOOOOOOCO0000 


a. 
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END OF WEEK ROUTINE 


Set-up Menu 


Option 4.3° in the Set-up Menu displays a sub-menu as_ shown 
below. 


Enter 1 for end of week and the following operations are then 
carried out and this is confirmed by the appearance of an 
asterisk against the 1 just entered. 


1. The program adds 1 to the week no., which is stored ina 
file called TAXOUT. 


2. It adds 7 days to the current date of end of week, e.g 
the 28th January becomes the 4th February. 


3. It clears all 42 amounts in the TAKINGS file. (On the 
screen 14 cells are shown and each may be Cash, Bank, or 
Credit. See page 20). 


4. It reads the BANK file adding up all the amounts held in 
the file. It then recreates a new BANK file with only 
one transaction which is the Balance Brought Forward at 
the end of the week. 


5. Recreates the file CASHPAY with a Brought Forward 
Balance as explained in 4. above. 


6. Transfers the Carry Forward Stock Balance (A/c No. 19 to 
18). 


Understanding Ltd. 
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TRS-sO 


END OF VAT QUARTER 


VAT Report 


* 

Before entering the End of Quarter Routine, the VAT report 
will be required after which the Final Accounts for the 
quarter can be produced. Before the VAT report is listed, any 
journal entries that may have been made between the Takings 
A/c, 01, and VAT A/c, 73, will have to be reversed. (Refer to 
page 27). When this has been done, the VAT Report can be 
listed by using Option 5 of the Listings Sub-Menu. The screen 
(see below) will show the value of Outputs recorded for the 
quarter in A/c No. 01, the Takings Account, and a proof list 
is printed as shown after the screen below. 


VAT Reports 


Quarter Ends 31 MAR 84 
Retrieving Outputs Summmary 
Value of Outputs including VAT 139202.63 


Value of Sales Exempt from VAT= . 


anter Value or <ENTER> if none 


& Taxable Outputs Sunmmar. = 
) ( 
© Weer Grass Personal Special Tota: OD 
© Takin9s Purchases Items Outputs C) 
© 1 18091.66 100.28 1010.92 iGE0=2.56 Y 

2 9478.12 2.22 @. 2a Q. wa 
© a3 9117 00 2.20 2. 20 v.0a O 
@4 9627.1 @.22 2.08 Q. 62 O 
© oS 7116.73 2.22 2.02 3.08 
O Q& FOr. 13 2.20 B. 22 @.0a e) 
a? 9171.89 ®.00 @.0a GB. 0e 
© aE FB69. 22 2.20 2.02 2. 2@ O 
oO as FiBl.17 2.20 2.28 0.80 O 
12 Fi7e. 66 @.08 8.8 Oe 
© +4 v777.64 2.20 8. 20 2.90 e) 
= 1Wli6. 28 2.28 Q. 22 a. ea O 
© 13 1@672.28 2.02 5080.22 i20890.07 3 
= 133091.73 122. a8 6019.90 139202.63 ) 
fe Ris eee Lest Exempt 610.98 e) 
e ssi. 73 O 
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END OF VAT QUARTER (contd. ) 


Exempt Sales 


The screen’ prompt on the previous page requires you to to 
enter Exempt Sales, (see screen below). Mostly, these will be 
Special Items, and some of these may not bear VAT e.g. 
additional capital paid in, loans to the business, etc. Once 
the total of the exempt items is entered, the Proof List on 
the previous page will be completed and this is followed by 
Summary of Inputs. 


Summary of Inputs 


After the following screen is shown the listing of Inputs 
allocated by the program to the 4 rates which are §& 
(standard); A (alternative); B (alternative); Z (zero rated). 


Gugarter Enos 31 MAR 64 

Retrieving Outputs Summmary 

Value of Outputs including VAT = 139202.62 
Value of Sales Exempt from VAT= 6812.98 


Retrieving Inputs Summary. Please Wait 


Enter Value or ENTER? if none 


olelelelelejelele) 
YOQVQQ00000 
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END OF VAT QUARTER (contd. ) 


VAT Summary 


A new screen (the first one below) asks you to select the VAT 
scheme appropriate to the business. In the second screen below 
the VAT liability is calculated and Takings and the amount due 
to the Customs & Excise is listed as shown after the second 


screen. For Scheme 5 see page 47. 


Select VAT Scheme 

Scheme A. ApPly VAT Fraction to 
Scheme B. Apply VAT Fraction at 
to Gross Takings less 
Appartion Purchase of 
Standard Rates 
at Standard Rate 


1s 
Scheme C. 


Scheme D. 
Standard Rate; 


Apply Mark—-Up and 


Apportion Purchases of Goods at 
Apply Fraction 


Gross Takings 

Standard Rate 

Sales at Zero 

Goods at 

VAT Fraction. 


to Takings then. 


VAT Fraction at Standard Rate 


None of These 


VAT Report 


Scheme A. 


Gross Takings 133291.. 73° 


VAT Liability 


PRESS --¥""-OR RE 


Canfirm 


> VAT A/c far 
) b—$ +} $$} $$} 5+} 4 +--+ 1 
Cc Dr 
© == SSS S2== b+ $$$ ——P + 5 — — p>} hh 
© Outeut Tax = i7s7ecos 
© bg 2e ae 

“47372.83 i7372.8 


Qyarter Ending 31 
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END OF QUARTER ACCOUNTS 


ofit & Loss Account 


Traders’ Bookkeeping System 31 MAR 1984 


Final Accounts: Trading and Profit & Loss A/c. 


Code Account description 


Dr Cr 
TRADING ACCOUNT FOR PERIOD ENDING 31 MAR 1984 
1 Takings | 95818.90 
10 Purchases Goods for Resale 81043.48 
18 Opening Stock B/Fwd 1200.80 
19 Closing Stock C/Fwd 7080.28 
Gross Profit/Loss C/d (% to Sales = 21) 20575.42 
c<SSeSeeSSS--S5S 55 e5552-E55 55S 5E555 5 5 5555S >=>=>=— 
102818.98 102818.98 
PROFIT AND LOSS ACCOUNT 
Grass Profit/Loss B/d 20575.42 
ya") Salaries» NHI 4656.75 
21 Dir/Prop Motor & Travel 1065.22 
22 Dirs’ Fringe Benefits 869.57 
23 Staff Motors Travels Subs 1369.78 
24 Rent 1308.28 
F aw | Rates» Water Rates 822.22 
26 Heating & Lighting 869.57 
27 Cleanings R.& R. 96.96 
28 Telerhone 360.87 
27 Insurance 635.65 
3 Printing Post & Stationery 695.65 
31 Advertising & Promotion 934.78 
32 Hire Purchase Interest 2.20 
33 Leasing Charges 1217.39 
34 Bank Charges 100.22 
35 Bank Interest @.20 
36 Credit Card Charges 504.35 
37 Professional Fees 882.22 
38 Accounting and Audit 882.22 
46 Cash Difference @.80 
47 Sundries 186.96 
Net Profit/Loss C/d 3312.15 
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END OF QUARTER ACCOUNTS 


Balance Sheet 


FINAL irae eee steel AT 31 MAR 1984 


Net Profit/Loss B/d 


58 Fixed Assets 

55 Stock 

56 Pre-payments 

57 Debtors Control A/c 

58 Credit Card Suspense A/c 
59 Bank A/c 

Cash A/c 

Petty Cash A/c 


LIABILITIES 

sssessss=2= 

68 Capital 

71 Hire Purchase Creditors A/c 
72 Creditor Control A/c 

73 VAT A/eé 

74 Proprietors’ Drawings 

75 Accruals 

77 Opening Balance Control 

79 General Suspense a/c 


OOOOOCOOOO00000 
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(contd. ) 


3312.15 


1215.19 
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END OF QUARTER ROUTINE 


Sub-Menu Option 2 


Li 


a 


The week no. is reset to zero in TAXOUT file. 


All the remaining operations at end of week are carried 
out, being items 2 to 6 of the Week end routines on the 
previous page. 


It recreates the PDB file (Purchase Day Book) with no 
transactions. 


YEAR END ROUTINE 


Sub-Menu Option 3 


l. It carries out all the operations as at end of quarter 
(items 1 to 3 above). 


2. It asks you to identify an account no. in the range 50 
to 79. Normally, this will be A/c 68, the Capital 
Account, because profit should be added to capital 
whilst, a loss, unfortunately, means a reduction 
of capital. (In the case of a limited company the profit 
in the published accounts is shown separately from the 
share capital). 


3. It reads all the account nos. from 1 to 49 in the NOML 
file (Nominal) and adds the total into the account you 
have identified. 


4. It resets to zero this week balances in accounts 1 to 
49, 


5. Goes to Set-up Data Files. 


TRS-80 Understanding Ltd. 
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TRS-80 


UNDERSTANDING THE ACCOUNTS 


What is a Balance Sheet 


¢ 

Simply a list of balances at a particular point in time 
showing what the business owes to its creditors, (the 
Liabilities); what it owes to the proprietor(s), (the Equity 
or Capital); and what it owns, (the Assets). The Balance Sheet 
changes day by day as the Assets are turned over to produce 
the cash to pay off the Liabilities and provide the profits to 
the proprietors. Profits not drawn out of the’ business 
increase its Capital. With the TRADER you can see the Balance 
Sheet weekly. 


What are the two types of Assets? 


Assets are generally Fixed or Current. The distinction is one 
of time. 


Fixed Assets 


These are long lived assets not consumed in the ordinary 
course’ of trading the way Current Assets are. They turn over 
very slowly. Examples are Land, Buildings, Plant, Machinery, 
Motor Vehicles, etc. 


Fixed Assets depreciate through wear and tear, and the cost of 
depreciation is charged to the Profit & Loss Account. The 
Fixed Assets are shown in the Balance Sheet net, i.e. after 
being depreciated. 


Current Assets 


These turn over quickly through the business, usually in a 
year or less. Stock is sold to become Cash or Debtors. Debtors 
eventually become Cash which pays off the Creditors, and so 
the cycle goes on. 


Current Liabilities 


These are obligations due to be paid normally within a year. 
Mainly, they are the normal trade creditors, PAYE due to be 
paid, VAT outstanding and, of course, bank overdraft. 
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UNDERSTANDING THE ACCOUNTS (contd. ) 


Capital 
¢ 

The difference between the total Assets and the total 
Liabilities. At any time the Capital consists of the original 
capital, plus any new capital put in, plus profits retained in 
the business less Drawings. (In the case of a Limited Company 
capital cannot be withdrawn and the Proprietors' Drawings must 
be treated as salaries.). The Capital of the business is also 
its Net Worth. 


Looking at the Balance Sheet on page 41, you can see that the 
Capital or Net Worth is made up of the following items: 


Net Profit B/d 3312 
Capital (A/c 68) 16000 
Less Drawings (A/c 74 1300 


Net Worth 20612 


Working Capital 


The difference between Current Assets and Current Liabilities. 
In a healthy business Current Assets should be greater then 
Current Liabilities, although there will always be exceptions, 
particulary where a business is growing too fast in relation 
to the amount of capital it has. 


Liquidity 

The comparison of Current Assets with Current Liabilities 
should be made in conjunction with a comparison of Liquidity, 
i.e. the amount of cash and near cash assets compared with 
current liabilities. The liquid and near liquid assets should 
at least equal the current liabilities. Let us look at the 
example Balance Sheet on page 41. From it we get the following 
figures as shown on the next page. 


SRS 
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UNDERSTANDING THE ACCOUNTS (contd. ) 


Liquidity (contd. ) 


Account. Current Current Liquid 
Asset Liability Asset 
Stock 7000 
Debtors 2000 2000 
Prepayment 200 
Credit Card Suspense 8792 8792 
Bank 1215 
Cash eS 773 
Petty Cash 100 100 
Trade Creditors 2400 
VAT 4127 
Accruals 100 
18865 7842 11665 


From the above totals we see that our imaginary business is 
comfortably solvent. The amount of Current Assets to Current 
Liabilities is 18865 to 7842 or a ratio of 2.45 to l. (2.45 is 
obtained by dividing 18865 by 7842). And the Liquid Assets of 
11665 easily cover Creditors of 7842 who will shortly have to 
be paid. (The ratio is 1.48 to l). 
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SPECIAL POINTS 


Non Retail VAT Schemes 


ft 
If you are not a trader using Schemes A to D, then Scheme 5 
will enable you to enter your own calculation of VAT output 
liability. 


For example, you may be carrying on a business as a plumber, 
life assurance salesman, business consultant, etc. In _ such 
businesses it would be necessary to keep a separate record of 
sales invoices raised with the VAT properly shown. At the end 
of the VAT quarter the gross invoices can be keyed in as a 
Journal entry, and Scheme 5 be selected for calculating VAT. 


The journal entry will be, debit Debtors and credit Takings 
with the Gross amount. Scheme 5 will automatically debit 
Takings and credit the VAT account with the output VAT. 


Debtors (A/c 57) 


When debtors pay it will be necessary to credit the Debtors 
and debit Cash or Bank or Credit Card Suspense with the 
payment. 


Creditors (A/c 72) 


This module of the Trader is essentially a system for Cash 
Traders but can be extended through bookkeeping to handle 
credit transactions such as suppliers invoices, accruals, 
prepayments and depreciation. 


Unpaid suppliers invoices can be introduced, if required, 
through Journal entries as follows. Debit the net amount to 
the account to be charged and credit this amount to the 
Creditors. Debit VAT A/c 73 with the VAT input and credit this 
amount to the Creditors. As the creditors are paid these 
entries should be reversed. 


Accruals (A/c 75) 


An example of an accrual arises in the quarterly charges from 
the public utilities. The telephone charge is incurred on a 
day to day basis. At the end of the month if you want to keep 
a strict record of your costs as you go along, you should use 
the Journal option and debit the telephone account (A/c no.28) 
with the estimated monthly charge and credit Accruals. VAT can 
be ignored. When the account is paid reverse the entries, i.e 


credit A/c 28 and debit Accruals. 
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